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	Procedure:  SEPO Configuration Control Board (CCB)
	Phase: Global

	Procedure Owner:  SSC San Diego Systems Engineering Process Office (SEPO)

	Description:  SEPO periodically conducts a CCB meeting to take formal action on new or revised SEPO work products and the SSC San Diego Process Asset Library (PAL).  This procedure describes how to prepare for, conduct and document a SEPO CCB meeting.

	Entry Criteria/Inputs: 

· One or more products under SEPO Configuration Management (CM) are ready to be baselined.

· One or more Document Change Requests (DCR) have been received for SEPO products and are ready to be reviewed.

· One or more new Work Requests have been received and are ready to be reviewed.

· One or more changes to the PAL are proposed.

· Other changes requiring SEPO CCB approval are needed.
	Exit Criteria/Outputs: 

· The CCB agenda items have been addressed.

· Minutes of the CCB have been written and distributed.



	Roles:  

· SEPO Configuration Control Board (CCB): Responsible for addressing items on CCB agenda.  Membership is listed below:

· Chair (SEPO Director): Facilitates the CCB

· Recorder (SEPO Configuration Manager): Prepares the agenda, presents the agenda items, writes and distributes the minutes 

· Members (SEPO Personnel): Discuss CCB items and vote to approve, baseline or disapprove them

· PAL Administrator: Point of contact for PAL-related changes

	Assets/References: all available on the SSC San Diego PAL at http://sepo.spawar.navy.mil/
a. SEPO CM Procedure, PR-OPD-32

b. SEPO Work Request Procedure (Expert Mode), PRX-OPD-04

c. SEPO Team Meeting Format, PR-OPD-22 

d. SEPO Routing Checklist, FR-OPD-02

e. SSC San Diego PAL Maintenance Procedure (Expert Mode), PRX-OPD-12

	Tasks: 

1. Collect items for the next SEPO CCB meeting.

2. Draft and distribute the SEPO CCB agenda.

3. Conduct the SEPO CCB meeting.

4. Draft and distribute the SEPO CCB meeting minutes.

	Measures:

· Effort spent performing tasks


PROCEDURE STEPS

1. Collect items for the next SEPO CCB meeting.

The Recorder collects items that will be presented to the SEPO CCB.  Items to be presented include those listed below: 

a. New or updated SEPO products that are ready to be baselined such as policies, processes, procedures, plans, templates, presentations, databases, training course flyers, course checklists, etc.  The SEPO CM Procedure, reference (a) describes the processing of work products before and after the SEPO CCB meeting.

b. DCRs that have been received describing changes needed for existing SEPO products.  Reference (a) describes the processing of DCRs before and after the SEPO CCB meeting.

c. Work requests for new SEPO tasks.  The SEPO Work Request Procedure (Expert Mode), reference (b), describes the processing of work requests before and after the SEPO CCB meeting.

d. Proposed significant changes for the SSC San Diego PAL.
e. Other changes requiring SEPO CCB approval.
2. Draft and distribute the SEPO CCB agenda.

The Recorder drafts the agenda for the SEPO CCB listing the date, location, attendees and items for discussion and sends it to all SEPO CCB members.  The agenda items are placed in the categories of Document Change Requests for review/disposition, Products to review/baseline, Work Requests for review/disposition, Proposed PAL Updates/Changes and Other.

3.
Conduct the SEPO CCB meeting.

During a SEPO Team meeting, as described in the SEPO Team Meeting Format, reference (c), the SEPO CCB meeting is held.  The Chair ensures the presence of at least four members.  The Recorder presents each item.  The SEPO CCB items are processed as described below:

a. Document Change Requests for review/disposition - The CCB discusses the change described in each DCR and decides whether to implement the DCR or not.  If approved, the CCB determines a priority for the DCR.  The Chair then initials and dates the appropriate entry on the DCR's accompanying SEPO Routing Checklist (SRC), reference (d) and returns it to the Recorder.  Further information about the priority of DCRs and their processing appears in reference (a).  

b. Products to review/baseline - The CCB discusses new or updated SEPO products and decides if they are sufficiently complete to baseline.  Once a decision is made, the Chair initials and dates the appropriate entry on the product's SRC and returns it to the Recorder.  The product is then processed in accordance with reference (a).

c. Work Requests for review/disposition - The CCB determines the disposition of the work request.  If the request is approved, a time estimate and priority are determined and the task is assigned to an appropriate SEPO member based on expertise and availability.  If the work request is disapproved, it is maintained in the Work Request Database with a "rejected" status but no further action is taken.  Further information about the priority of work requests and their processing appears in reference (b).

d. Proposed PAL Updates/Changes - The CCB, with clarification from the PAL Administrator, if needed, discusses proposed changes to the PAL other than adding baselined products that are addressed in the "Products to review/baseline" category.  Examples include significant changes to the design of the PAL; removing items that have a SEPO CM number but are no longer needed or are being replaced with a similar product that has a different CM number; removing a SEPO product residing on the PAL that was not previously under CM.  Once the change is approved, the PAL is updated in accordance with the SSC San Diego PAL Maintenance Procedure (Expert Mode), reference (e).

e. Other - The CCB discusses any change to SEPO CCB procedures or other miscellaneous items that are presented and don't fit in the categories above.

4.
Draft and distribute the SEPO CCB meeting minutes.

The Recorder drafts the minutes for the SEPO CCB meeting listing the date, location, attendees and disposition of the items on the agenda and sends it to all SEPO CCB members.  The SEPO CCB items are placed in the same categories as described in Step 2 with the disposition of each listed next to the item.
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